
 
CALIFORNIA CODE OF REGULATIONS, TITLE 10. 

CHAPTER 5, SUBCHAPTER 1 
 

AMENDS ARTICLE 6.5 TO READ: 
 
 
Section 2186.1.  Definitions. 
 
For purposes of these regulations: 
 
(a) "Provider" means any institution or organization as described in Section 1749.4 of the 
California Insurance Code, including an authorized insurer, recognized agents' 
association or insurance trade association, and any accredited college, or university or 
trade school, or any other person or entity offering classes, courses, seminars, programs 
and self-directed study in insurance intended to satisfy the requirements of Sections 1749, 
or 1749.3, 1749.31, 1749.8 or 10234.93(a)(4) of the California Insurance Code. 
 
(b) "Provider director" means the individual within a provider organization with 
responsibility for the administration of the programs approved by the Commissioner 
pursuant to Sections 1749, and 1749.3, 1749.31, 1749.8 and 10234.93(a)(4) of the 
California Insurance Code. 
 
(c) "Certified provider" means a provider who or which has been determined by the 
Commissioner to have met the requirements of Section 2188 of this article. 
 
(d) "Controlling person" means any of the following persons within a provider possessing 
decision making authority in matters pertaining to prelicensing and/or continuing 
education: a provider director, partner, corporate director, officer, shareholder owning a 
ten percent (10%) or more interest in the organization, or other person with decision 
making authority. 
 
(e) "Instructor" means a person who conveys curricular content to students on behalf of a 
provider. 
 
(f) "Student" means: 
 
(1) an individual taking a prelicensing education course that is required as a prerequisite 
to obtaining a life agent, fire and casualty broker-agent, or personal lines broker-agent 
license; or,  
 
(2) an individual taking an education course to satisfy the requirements of Section 1749.3 
1749.31, 1749.8 and 10234.93(a)(4) of the California Insurance Code. 
 
(g) "Classroom" means: 
 



(1) any space sufficiently designed so that instructor(s) and students can communicate 
with a high degree of privacy and relative freedom from outside interference; or  
 
(2) for continuing education courses only, classroom may include teleconferences with 
audio/visual interface., internet chat rooms, or other electronic devices used to 
accommodate technological changes. 
 
(h) "Course" means any program of instruction taken or given to satisfy the requirements 
of Sections 1749, and 1749.3 1749.31, 1749.8 and 10234.93(a)(4) of the California 
Insurance Code. 
 
(1) A "contact course" is a classroom presentation, seminar, workshop, conference, 
lecture, or teleconference with monitored attendance.  A "class" is a contact course 
presentation. 
 
(2) An “interactive course” is a continuing education course that allows for an agent or 
broker and the instructor or proctor to exchange information using technological 
mediums such as video, compact diskette (CD), digital versatile disc (DVD), internet chat 
room, or other similar form designed for the exchange of information electronically. 
 
(2) (3) A "self-directed course" is a continuing education course that is not an interactive 
course, with study material in text, video, audio cassette, computer disk form compact 
diskette (CD), digital versatile disc (DVD), or other similar form designed for individual 
study by a licensee.  Attendance monitoring is not required. 
 
(3) (4) A “combination course” is a course that includes both self-directed and contact 
course requirements to total a minimum of three (3) continuing education hours.  It is 
mandatory for the student to complete the self-directed portion prior to completing the 
contact course portion of the course.  Successful completion will be determined by the 
provider in the same manner as described in Sections 2188.6(c), (d) and (e). 
  
(i) “Approved course” means a course for which the Commissioner has granted his 
written approval.  The Commissioner reserves the right to reduce the hours requested if 
the course fails to meet all of the criteria set forth in these regulations. 
 
(j) “Curriculum” is a statement describing the general content required in a course of 
study to satisfy the requirements of Sections 1749 et. seq. of the California Insurance 
Code.  Each curriculum is approved by the curriculum board and the Commissioner. 
 
(k) “Original sSignature” means, a written form of identification such as an ink signature 
or an electronic log-in/log-out assigned number.  This definition of a signature is not all 
inclusive because such definition may be modified to accommodate technological 
advances. 
 
(1) “Original signature” means the provider director's actual signature.  Original 
signatures are required on all provider and course applications and renewals, as well as 



on each “Prelicensing/Continuing Education Program Out-of-State Provider Jurisdiction 
Agreement” form (Form 446.-40) and “Prelicensing and Continuing Education Provider 
Stipulation to Maintain Records Outside of California” form (Form 446-32).  A provider 
may utilize either a controlled signature stamp, or a computer generated signature, or 
appoint an authorized designee for purposes of signing any other forms.  Prior to using 
either a signature stamp or a computer generated signature, the provider must submit to 
the Department a thorough explanation of the steps the provider has taken to ensure the 
security of either the stamp or computer facsimile.  Prior to utilizing an authorized 
designee, the provider must submit to the Department a list of the names of the persons 
so authorized, along with a sample of each person's signature. 
 
(2) “Electronic signature” means an assigned student log-in/log-out number from an 
approved provider that allows a student to log into a computer-based class presentation.  
The approved provider must maintain the time attendance of each student who 
participates in the computer-based course. 
 
(l) “Electronic filing” is the method which the education provider submits the course 
rosters and class presentation schedules.  The electric filing methods include, but are not 
limited to, the California Department of Insurance’s Web site, electronic flat file, 
diskette, compact diskette (CD), or digital versatile disc (DVD).  
 
NOTE: Authority cited: Section 1749.7, Insurance Code.  Reference: Sections 1749, 
1749.1, 1749.3,and 1749.31, 1749.4, 1749.8 and 10234.93(a)(4), Insurance Code. 
 
Section 2188.2.  Course Approval. 
 
(a) Every provider desiring to obtain approval of a course shall submit to the 
Commissioner, on Form 446-3 ([Prelicensing/Continuing Education Program Course 
Approval Application] REV. 4/95 5/04,12/05), incorporated by reference herein as set 
forth in Section 2188.23, a course approval application, along with the applicable filing 
fee specified in California Insurance Code Section 1751.1.  The course approval 
application form shall request information which shall include but not be limited to the 
following: 
 
(1) the title of the course; 
 
(2) a detailed statement of how each specific course is relevant to insurance topics or 
insurance products; 
 
(3) a detailed outline of approximately one (1) page per hour of instruction for a contact 
course, including the time each topic is being presented; or a copy of all materials 
presented to each student and the time each topic is being presented. 
 
(4) the number of credit hours requested for the course and how the number was 
determined;  



 
(5) the applicable license type(s) of the intended audience; 
 
(6) an agenda showing the beginning and ending times, breaks, and time allotted for 
exams, if given; 
 
(7) the examination proposed to be used for the course when completion by examination 
is required; the exam shall include the answers along with a page and paragraph reference 
for each answer to the source material; and a statement on how the provider will maintain 
the integrity of the examination including a page and paragraph reference to the source 
book(s) for the answers; the length of time students have to complete a course; a copy of 
the exam instruction sheet that goes to the students; an explanation of how a course's 
completion date is determined, who maintains control of the answer key, what constitutes 
a passing grade and the provider's procedures in the event that a student fails an exam; 
 
(8) when using another vendor's source material as the basis for the course, a current 
letter of authorization from the author or publisher; 
 
(9) whether the course is open to the public; and 
 
(10) the original signature of the provider director certifying accuracy of information 
provided. 
 
(b) Every provider desiring to obtain approval of a contact course shall advise the 
Insurance Commissioner of the course's proposed location, including street address, city, 
state and zip code, and dates and time of the course.  Such information shall be received 
at least fourteen (14) days before the course is scheduled to begin.  The provider shall 
provide this information on Form 446-12 ([Class Presentation Schedule Form] REV 4/95 
11/01 11/05) incorporated by reference herein as set forth in Section 2188.24. 
 
(c) Any requests for course approval shall be received by the Department not less than 
sixty (60) days prior to the date of the course offering.  The Department shall inform all 
providers and provider applicants submitting such requests within seven (7) days from 
the Department's receipt of an application whether it is complete and accepted for filing, 
or that it otherwise contains deficiencies requiring correction.  Incomplete course 
applications shall remain active for one (1) year unless withdrawn by the applicant.  After 
one (1) year, a new application is required, along with the applicable filing fee specified 
in California Insurance Code Section 1751.1.  Notification that an application is complete 
does not necessarily mean the Department considers all information contained therein to 
be sufficient, and submission of insufficient information may be a basis for denial of 
course approval.  The Department shall decide whether to approve or reject a course 
within sixty (60) days of its receipt of a request, however the sixty-day (60) time period 
shall be tolled during any time that a provider or provider-applicant comes under formal 
investigation by the Department. 
 
(d) All advertisements for approved courses shall include the name of the provider, 



course title as approved by the Commissioner, license type for which the course is 
approved and the credit hour(s) assigned.  No course shall be advertised as approved for 
credit by the Insurance Commissioner until approved in writing by the Insurance 
Commissioner. 
 
(e) A course may be advertised as submitted for approval if a complete filing pursuant to 
Section 2188.2(a) has been submitted within the time specified by Section 2188.2(c), and 
if such advertisement includes an advisement, in at least the same size type as any 
language regarding the course having been submitted for approval, that the course is 
pending approval. 
 
(f) Minor changes to courses that do not affect course content or presentation time should 
be reported in letter form not less than thirty (30) days prior to implementation of the 
change.  A new edition of a book with approximately the same content may be 
considered a minor change. 
 
(g) Major changes that affect presentation time or that materially alter the course content 
shall be filed as a new course.  The course application shall be received by the 
Department not less than sixty (60) days prior to the date of the first course offering using 
the new material.  Use of a different source book is considered a major change. 
 
(h) Any changes regarding the location or date of any previously approved course, or 
notification of any additional date or location offering of a previously approved course 
shall be submitted on Form 446-12 ([Class Presentation Schedule Form] REV 4/95 11/01 
11/05) incorporated by reference herein as set forth in Section 2188.24, and such 
notification must be received by the Commissioner at least ten (10) days prior to the 
course offering.  Late submission of a class presentation schedule must be accompanied 
by a letter of explanation signed by the provider director, in order for the Department to 
consider the course for approval.  Continued noncompliance with the notification 
requirements of this subsection, including any failure to submit a letter of explanation, 
shall be considered grounds for the rescission of a provider's certification. 
 
(i) Credit hours for contact courses, such as seminars, workshops or conferences, are 
determined using a fifty (50) minute hour.  Credit for self-directed programs will be 
determined using a sixty (60) minute hour.  Fractional hours or credit of less than one (1) 
hour will not be granted. 
 
(j) No student shall receive contact instruction for more than eight (8) hours per day. 
 
(k) Subjects qualifying for continuing education course approval shall include, but not be 
limited to, insurance contract analysis, risk management techniques, and rating and 
classification sessions.  The overriding consideration in determining whether a specific 
program or course qualifies for continuing education credit is that it be a structured 
learning program which contributes directly to the professional or technical competence 
of the individual licensed.  Courses on nontraditional insurance products or programs 
may be acceptable if the course contributes to the professional or technical competence of 



the individual person in the capacity for which they are licensed. 
 
(l) Subjects not qualifying for continuing education course approval shall include, but not 
be limited to, sales training, communication skills, motivational training, meetings 
offered by insurers to launch new products or programs, and self-improvement programs. 
Combination courses (contact and self-study combined) do not qualify for credit. Contact 
and self-directed course subjects that do not qualify for continuing education course 
approval shall include but not be limited to: sales training, communication skills, 
motivational training, meetings offered by insurers to launch new products or programs, 
and self-improvement programs. 
 
(m) Combination courses having identical content in both the self-directed and contact 
portions of the course may not be approved.  Combination courses having identical 
content in both the self-directed and contact portions of the course may be subject to a 
reduction in requested hours.   
 
(m) (n) Courses may fail to qualify for continuing education credit if the subject matter is 
deemed to be too basic, or is not at least as comprehensive as any applicable portion of 
the prelicensing curriculum.  Courses which have, as a majority of their allocated time, 
general subject matter such as economics, demographics, taxation and law will be 
decided on a case by case basis.  Courses on retirement planning, financial planning and 
estate planning may not qualify if the course curriculum does not reflect a substantial 
allocation of course time to training the agent to provide product- specific information to 
insurance consumers. 
 
(n) (o) No course approved for prelicensing or continuing education credit shall be 
construed to be endorsed by the Commissioner. 
 
(o) (p) Only an approved provider can offer and schedule an approved course; providers 
cannot delegate this authority to instructors or other parties. 
 
(p) (q) When scheduled courses are cancelled, providers must take reasonable efforts to 
notify all registrants and maintain documentation of those efforts. 
 
NOTE: Authority cited: Section 1749.7, Insurance Code.  Reference: Sections 1749.2 to 
1749.6, Insurance Code. 
 
Section 2188.23. Prelicensing/Continuing Education Program Course Approval 
Application Form 446-3. 
 

Producer Licensing - Education Section 
320 CAPITOL MALL 

SACRAMENTO, CA 95814-4309 
Information (916) 492-3064 

www.insurance.ca.gov 

Instructions:  
 

Department Use Only: 
 



 This form must be completed for each course to be 
approved. 

 A completed application with the proper attachments 
and filing fee must be received in the Department at 
least 30 days prior to the first course presentation. 

 Courses must be at least one hour, no fractional 
hours are granted. 
 Ethics and Annuity course applications must include 

responses to  
 the guideline questions located on CDI’s Web site at  

www.insurance.ca.gov. 
 

Course #:  
________________________________
_ 
 
Approval period:  
____________________________ 
 
Credit Hours:  __________  Category 
code:  _______ 

First course presentation date: Provider Number: Phone Number: (        ) 
Provider 
Name: 

 

Address:  
 Street                                                                                     City                                                                State                       

Zip 
 Course Title:* 
 

Check one course type:  
  Prelicensing   Continuing Education:  

Prelicensing course hours: 
If continuing education, is this course intended to meet a
statutory requirements?     No        Yes (if yes, indicate 
requirement  below)  

        California Long-Term Care 
12-
hour 

20-
hour 

32-
hour 

40-
hour 

52-
hour    24-Hour Care Coverage 

        California Partnership for Long-Term Care 

    Annuity   8-Hour  4-Hour 

    Ethics   4-Hour  2-Hour 

 

Instruction Method: 
Contact
:  Seminar Non-

Contact:  Audio Cassette 

  Workshop   Video Tape 
  Conference   Correspondence/Text Book 
  Classroom/Lecture   Computer Diskette 
  Teleconference (monitored)   Internet 
    Other: 
License Type(s):  (check one 
or more) 

 Fire and 
Casualty  Personal Lines  Life   Bail 



Number of continuing education course credit hours requested? (Note: partial hours 
will not be accepted.)  

 

Number of times to be given during approval period? 
Include on Department’s list of courses open to 
public? 

 Yes    No 
Is this course part of a designation program?     Yes    No         If so, which program?  
For Department use only: 
 

____  Course approved  ____  Course not approved. 
 
______________________________________________________________________________________________________________________
 
______________________________________________________________________________________________________________________
 
By:___________________________________________________________________________________________________________________
          Education Section Staff Signature Date 
*Advertising and course materials must use this exact title.  Courses based on another provider’s material must be approved by that provider and mu
use same name. 
 
REQUIRED ATTACHMENT CHECKLIST: 
 
A. For Contact (Interactive) Courses: 

1.  ___ A detailed statement on how the course is relevant to 
insurance topics and insurance products. 
2.  ___ A detailed outline of approximately one page per hour of 

instruction including the time each topic is being presented. 
3.  ___ A copy of all materials presented to each student if a 

detailed outline is not submitted with application. 
4.  ___ An agenda showing the beginning and ending times, breaks, 

and time allotted for exams, if applicable. 
5.  ___ A completed Class Presentation Schedule form for each 

presentation. 
6.  ___ A current authorization letter from the author or publisher if 

using another vendor's source material as the basis for the course. 
7.  ___ California prelicensing curriculum and educational objectives 

with every line page-referenced to the source book(s) used.  (For 
Prelicensing Courses Only) 

 
B. For Non-Contact (Non-Interactive) Courses: 

1.  ___ A detailed statement on how the course is relevant to 
insurance topics and insurance products.        

2.  ___ Audio cassette, video tape, computer diskette, text book for 
the course or copy of the text cover, copyright page and table of 
contents if using another vendor’s pre-approved material/book 

3.  ___ Internet courses must include your Internet address, security 
measures, log-on and password for our review of course(s).  
Answers to exam questions must reference section and screen for 
answer source. 

4.  ___ A final examination with the questions scrambled (not in 
chapter order). 



5.  ___ Answers to all exam questions with page and paragraph 
referencing to the source book(s) used. 

6.  ___ A current authorization letter from the author or publisher if 
using another vendor's source material. 

 7.  ___ Copy of instruction sheet sent to students. 
 

 
CERTIFICATION:  I certify under penalty of perjury that I have read and 
understand the information and requirements contained in this application, that 
all statements are true and nothing has been withheld which would influence a 
complete evaluation of this course. 
 
________________________________________________________________
____________________________________________ 
Original Signature of Provider Director                                                        
Date 
 
________________________________________________________________
____________________________________________ 
Printed Name of Provider Director 
 
 
  
 
PLEASE SEND THIS COMPLETED APPLICATION ALONG WITH THE 
PROPER ATTACHMENTS AND FILING FEE TO: 
 
California Department of Insurance 
Producer Licensing Bureau-Education Section 
320 Capitol Mall 
Sacramento, Ca  95814-4309 
 
 

 
Filing fees: 
 $28 per Continuing Education Course  
 $55 per Prelicense Education Course 
 
Make check payable to: California Department of InsuranceCourse 
applications must be received in this office at least 60 days prior to the first 
course presentation date.  No education credit will be granted prior to the 
60th day from receipt of the completed application.  Course advertisements 
for pending courses must clearly state that the course has been submitted 
and is pending approval, if the course application is complete and 
submitted within the appropriate time frame.  EDUCATION SECTION 
INQUIRIES: (916) 492-3064 

 
NOTE: Authority cited: Section 1749.7, Insurance Code.  Reference: Sections 1749.2 to 
1749.6, Insurance Code.  



 
Section 2188.24.  Class Presentation Schedule Form 446-12. 
 

Producer Licensing - Education Section 
320 CAPITOL MALL 

SACRAMENTO, CA 95814-4309 
Information (916) 492-3064 

www.insurance.ca.gov 
Instructions: 
•  Type or print clearly.  USE A SEPARATE SHEET FOR EACH CLASS PRESENTATION. 
•  To inform the Department of a new class, mark NEW box and provide all pertinent information below. 
•  To notify the Department of a change to a class schedule previously submitted, mark CHANGE, give the 

original date, time, location and provide new information below. 
•  To cancel a class previously submitted, mark CANCEL and complete information below. 
•  This completed form must be received by the Department at least 14 days prior to the original class 

presentation.  Subsequent presentations must be received at least 10 days prior to class presentation.  No 
faxes will be accepted. 

•  Late schedules may not be accepted and attendees may not receive continuing education credit. 
•  The information provided below must match the information on the certificate of completion and the 

provider roster. 
 

 Original Date/Time: CHECK ONE:    New         Cancel        Change   
 Original Location: 

In-House Offering    Combination Course     
(If marked this will not show on Department’s Web site Provider and Course Search.) 
 
Provider ID #:  

Provider Name 

 
Course ID#: Credit Hours: Instructor Name: 

Course Name: 

Start Date*: Start Time: End Date: End Time: 

                    Military 
Time 

               Military Time 

*If course spans more than one day, each day must be listed in Daily Presentation Schedule 
chart below. 
 
Location of Presentation: 
Street: Room/Suite: 

City: State: Zip: 

 
Daily Presentation Schedule: Times must be shown in military time (i.e. 8:00 AM = 0800; 2:00 PM 
= 1400) 
Day  Date: 

(month/day/year) 
Begin Time  End Time  

Day 1    
Day 2    



Day 3    
Day 4    
Day 5    
Day 6    
Day 7    
 (Attach sheet for additional days) 
 
I certify that the class information provided here is true and correct to the best of my 
knowledge.  Any changes will be provided to the Department promptly. 
_________________________________________________________________________________________
____________________ 
Original Signature of Provider Director       Date 
                    (              ) 
Printed Name of Provider Director                             Phone Number  
 
NOTE: Authority cited: Section 1749.7, Insurance Code.  Reference: Sections 1749.2 to 
1749.6, Insurance Code.  
 
 
 
 

Section 2188.6.  Successful Completion of Continuing Education Courses. 
 
(a) Students shall attend all of a scheduled contact course; any exceptions must be approved by the 
instructor or provider director and must not violate the minimum attendance requirements listed 
below in Section 2188.6(b).  The provider/instructor has the authority to withhold credit for program 
completion when, in his or her opinion, the student did not pay satisfactory attention or otherwise 
failed to demonstrate acceptable student conduct in class. 
 
(b) Except as set forth in other subsections of this Section, successful completion of a contact course 
referred to in California Insurance Code Sections 1749.4(g) shall be by attending at least eighty 
percent (80%) of a scheduled course. 
 
(c) Course attendance shall be determined by the provider completing and maintaining a daily 
attendance record, at both the beginning and end of each session, in the same manner as described in 
Section 2188.5(b). 
 
(d) Providers of courses referenced in California Insurance Code Section 1749.4(f) are exempt from 
the attendance record keeping requirements of subsection 2188.5(b) above.  A student's successful 
completion of such courses will be by obtaining a passing grade of at least seventy percent (70%) on 
a final examination or an instructor's certification that such student attended at least eighty percent 
(80%) of the contact course. 
 
(e) Students taking self-directed courses must meet the provider's established criteria for acceptable 
work.  Successful completion of self directed courses shall mean obtaining a passing grade of at least 
seventy percent (70%) on a final examination.  The final examination shall be graded by the 
approved provider.  The provider shall issue certificates of completion only to those students who 
have passed the final examination. 
 



(f) Interactive Ccourses, consisting of only video only, or audio only programs, conducted in 
supervised environments involving attendance monitoring, such as work stations or conference 
rooms, may qualify for continuing education credit without the use of a final examination.  A 
student's successful completion of such a course shall be by attending all of the scheduled time; any 
exceptions must be approved by an instructor or provider director and must not violate the minimum 
attendance requirements.  Attendance shall be verified in accordance with Section 2188.5(b), by any 
approved provider. 
 
(g) No course shall be taken for credit more than once within a two (2) year license period. 

 
(h) Students licensed as a life agent and/or a fire and casualty broker-agent shall complete courses, 
programs of instruction, or seminars which follow a prescribed outline and have been approved by 
the Commissioner on ethics as part of, and not in addition to, the continuing education requirements 
pursuant to California Insurance Code Section 1749.3.  The minimum number of hours required on 
ethics is as follows: 

 
(1) The life agent and/or fire and casualty broker-agent shall satisfactorily complete four (4) hours 
on ethics each license term. 

 
(i) Students licensed as a personal lines broker-agent shall complete those courses, programs of 
instruction, or seminars which follow a prescribed outline and have been approved by the 
Commissioner on ethics as part of, and not in addition to, the continuing education requirements 
pursuant to California Insurance Code Section 1749.31.  The minimum number of hours required on 
ethics is as follows: 

 
(1) The personal lines broker-agent shall satisfactorily complete two (2) hours on ethics each license 
term. 

 
(j) Excess ethics continuing education hours accumulated during any license term may not be carried 
forward to the next license term.  Pursuant to Section 2188.6(g), no course shall be taken for credit 
more than once within a two (2) year license term. 

 
NOTE: Authority cited: Section 1749.7, Insurance Code.  Reference: Sections 1749, 1749.1, 1749.3, 
1749.31,and 1749.4, 1749.8 and 10234.93(a)(4), Insurance Code. 

 
Section 2188.8.  Certificates of Completion. 
 
(a) Certificates of completion shall be provided by the approved provider to any student successfully 
completing a prelicensing, continuing education, or training course.  Duplicate certificates of 
completion shall be issued by providers upon request in the case of lost or destroyed certificates.  
Certificates of completion shall contain the following information: 
 
(1) original signature of the student and the instructor, or the provider director, or in the case of 
supervised audio/video courses, the original signature of the provider director designee who 
supervised the course and verified attendance; 
 



(2) the title and Department of Insurance course approval number of the course completed; 
 
(3) the provider name, address, telephone number and Department of Insurance approval number; 
 
(4) for contact courses, the date/s of the course taken, the date completed and the city, including 
street address and zip code, where taken; 
 
(5) the number of hours approved for the course; and 
 
(6) a statement that submitting a false or fraudulent certificate of completion to the Commissioner 
may subject any application for an insurance license to denial, and any issued license to suspension 
or revocation.; and 
 
(7) certificates of completion or the records of final examination grades of courses taken to satisfy 
the requirements of California Insurance Code Section 1749.3, 1749.31, 1749.8 and 10234.93(a)(4) 
shall state that the student should retain the certificate for five (5) years. 
 
(b) The provider shall provide the Commissioner with a roster of students given certificates of 
completion, within thirty days following the completion of a course. as follows: Said roster shall 
include the name of the instructor if the latter is requesting credit for the course. The roster may be 
submitted on Form 446-13 [(Provider Roster) (REV. 8/96)], incorporated by reference herein, or on 
a form selected by the provider, as long as the form contains the following minimum requirements: 
 
(1) the name, social security number and insurance license number (if any) of the student; 
 
(2) the provider name and Department of Insurance approval number; 
 
(3) the course title and Department of Insurance approval number; 
 
(4) the date and location of course including street address and zip code; 
 
(5) the number of hours approved for the course; and 
 
(6) the signature of the provider director certifying accuracy of information provided. 

 
(1) The prelicensing roster is to be submitted within ten (10) business days following the completion 
of the course. 

 
(2) The continuing education roster is to be submitted thirty (30) calendar days following the 
completion of the course.  Said roster shall include the name of the instructor if the instructor is 
requesting credit for the course. 

 
(3) The roster shall be submitted through an electronic filing method which can include, but is not 
limited to, the California Department of Insurance’s Web site, electronic flat file, diskette, compact 
diskette (CD), or digital versatile disc (DVD).  Specific requirements for submitting rosters using 
one (1) of the methods noted above will be provided by the education unit. 



 
(4) Submission of typed hard copy form (446-13), [(Provider Roster) Rev. 8/01 11/05], as set forth 
in Section 2188.83 incorporated by reference herein or typed on a form selected by the provider, as 
long as the form contains the following minimum requirements, will only be accepted under special 
circumstances previously approved by the CDI: 

 
(i) the name, social security number and insurance license number (if any) of the student; 
 
(ii) the provider name and Department of Insurance approval number; 
 
(iii) the course title and Department of Insurance approval number; 
 
(iv) the date and location of course including street address and zip code; 
 
(v) the number of hours approved for the course; and  
 
(vi) the signature of the provider director certifying accuracy of information provided. 
 
(c) Submission of a late roster shall be accompanied by a letter of explanation signed by the provider 
director.  Continued noncompliance, including any failure to supply a letter of explanation, shall be 
considered grounds for the rescission of a provider's certification. 
 
(d) Certificates of completion or the records of final examination grades of courses taken to satisfy 
the requirements of California Insurance Code Section 1749.3, shall state that the student should 
retain the certificate for five years. 

 
NOTE:  Authority cited: Section  1749.7, Insurance Code.  Reference: Sections 1749, 1749.1, 
1749.3, 1749.31,and 1749.4, 1749.8 and 10234.93(a)(4), Insurance Code. 

 
Section 2188.83. Provider Roster Form 446-13. 
 

Producer Licensing - Education Unit 
320 CAPITOL MALL 

SACRAMENTO, CA 95814-4309 
Information (916) 492-3064 - www.insurance.ca.gov 

 
Important: This form must be submitted to the California Department of Insurance (CDI) within 30 days 
following the completion of the course.  Late rosters may not be accepted. 
 
Pre-licensing Course:  ❏   Continuing Education Course:  ❏   
Contact course:  ❏   Non-Contact course:  ❏    Combination Course:  ❏  

*(marked items not required for non-contact courses)   
 

Provider ID #:______________ Provider Name: 
_________________________________________________________________ 
Course ID #: ______________ Credit Hours: _________ Course Name:  
____________________________________________ 



*Course Start Date: _____________ *Beginning Time: _________ *End Time: ______ Completion 
Date:  __________________ 

Military time (i.e. 1300 = 1:00 P.M.) 
*Class location: ________________________________________________________, 
___________________________________ 

Street Address       
 Suite/Room 
________________________________________________________________________

____________________ 
City     State   

 Zip Code 
 
The CDI requests disclosure of a student's social security number pursuant to Insurance Code Sections 1749, 1749.2, 1749.3, 1749.4, 
1749.5, 1749.7, and California Code of Regulations, Title 10, Chapter 5, Section 2188.8(b)(1).  This information is requested so that 
the CDI can properly identify and assign credit to students who have completed prelicensing or continuing education courses.  While a 
student's disclosure of his or her social security number here is not mandatory, any failure to provide this information may delay or 
otherwise impede the CDI in assigning credit for the completion of such courses to the appropriate students. 
 
ALL ENTRIES MUST BE TYPED. 
# Social Security Number Licensee Name:      Last,       First              M.I. Individual License # 
 1.    

 2.    

 3.    

 4.    

 5.    

 6.    

 7.    

 8.    

 9.    

10.    

11.    

12.    
Please use backside for additional names. 

Certification 
 
I have reviewed this Provider Roster and the associated Course Attendance Records or 
examination information and certify to the best of my knowledge that the individuals 
listed here meet the requirements for credit. 
 
_______________________________________________________________________________________(___)____
______________________ 
Original signature of Provider Director    Date    Phone 
 
 
________________________________________________________________________________________________
_____________________ 
Printed Name of Provider Director 
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All entries must be typed. 
# Social Security Number Licensee Name:      Last,       First              M.I. Individual License # 
13.    

14.    

15.    

16.    

17.    

18    

19.    

20.    

21.    

22.    

23.    

24.    

25.    

26.    

27.    

28.    

29.    

30.    

31.    

32.    

33.    

34.    

35.    

36.    

37.    

38.    

39.    

40.    

41.    

42.    

43.    

44.    

45.    

46.    

47.    



 
 

NOTE:  Authority cited: Section  1749.7, Insurance Code.  Reference: Sections 1749, 1749.1, 
1749.3, 1749.31,and 1749.4, 1749.8 and 10234.93(a)(4), Insurance Code.  


